Appendix A:   What information is needed to use AWG Calculator?

Information Required
Information Needed

Total Monthly Income:

(This must be supported with Current Documentation)

Give Borrower 48 hours to fax or mail copies to you.
Borrower – 2 Pay stubs

Spouse – 2 Pay stubs

Dependents Income, Including Child Support

Alimony

Welfare

Copy of Last Year’s Income Tax Returns 

* Ask: How often are they Paid: Weekly, Bi-Weekly, Monthly, Etc.

Total Monthly Necessary Expenses: 

This information can be obtained by telephone.  

Documents needed only for unusually large expenses
Rent, Food, Car Payments, Medical Expenses, Child care, Insurance, Utilities, etc.

Other Information Needed:


County of Residence

Number of People in Family

Number of Cars

CLARIFICATIONS

a. Pay Stub – With one exception a pay stub (preferably two) is required.  This is needed to determine gross pay and what deductions can be considered.  Some of the information can also be used as expenses.  A pay stub is required for each member of the family earning money.  The exception is a person who is already being garnished.  We already know from the garnishment amount on the R103 what 10 percent of disposable pay is.  Add a zero to this amount and enter it into the gross pay cell (B16) on the calculator and do not enter any deductions.

b. Copy of Last Years Income Tax Returns – This is used to determine the veracity of borrower’s statement of income.  If the borrower has supplied copies of recent pay stubs for all members of the family, it is not required. If the borrower is single, divorce, or separated, it is not required unless you believe that borrower may have a second job.  It may also be useful In determining if borrower’s statement of dependents is correct.

c. DOCUMENTATION OF OTHER INCOME – Normally not required. Other income includes food stamps, welfare payments, SSI, other payments by state.

d. STATEMENT OF FINANCIAL STATUS  - Some listing of borrower’s family expenses is required.  If borrower is sharing space with someone who is not family, the pay stub of the other person is not required but expenses must be broken down (or halved).

e. DOCUMENTATION OF EXPENSES – Unusually high expenses must have documentation supporting the monthly amount paid.  Unusual expenses must have documentation justifying why they should be included as a necessary living expense.  Reasonable expenses for housing, utilities, transportation do not need documentation.

f. OTHER NEEDED INFORMATION – (1) County of Residence (this can also be determined on the AWG calculator), (2) Number of people in family (borrower, spouse, children (including foster children), parents – generally family members who rely on borrower to pay expenses or people who are otherwise able to be listed as deductions on borrower’s income tax return) (3) Number of cars (any number of cars can be listed on the AWG calculator but a maximum of two will be counted).

g. If you cannot determine the hardship status of the borrower with the information supplied and the borrower did not supply the information requested in the Statement of Financial Status, deny the hardship. 

INSTRUCTIONS FOR AWG FINANCIAL HARDSHIP CALCULATION WORKSHEET

THE “ENTER DATA” SPREAD SHEET

1. All information is entered on the “enter data” spreadsheet with the exception of the percentage (10% or 15%) of garnishment.  It must be changed on the “AWG CALCULATOR”.

2. Information can only be entered into the GREEN spaces.  Information is entered from the top to the bottom.

3. Anything in RED means a possible ERROR- follow the instructions given on the spreadsheet.  If there is an “#N/A” or an “OK” there is no error.

TOP OF THE PAGE



Enter

DATE
April 18, 2001
AUTOMATIC

Borrowers Name



Borrowers SSN

000000000

CITY



STATE*

*if not the 50 states enter PR, VI, GU or FC

COUNTY



# In Family



# of Cars




error---check county, city, state, # in family


1. The date is automatically entered.  Enter all other information requested EXCEPT enter the county if the borrower has given the county do not enter the city. Do not enter both.  Many states have more than one town with the same name.  Not all of the names are listed on the spreadsheets.  This is the best way to insure accuracy.

2. Enter the two-letter abbreviation for the state.  Do not spell it out.  Do not put any spaces before or after the abbreviation.  If you do not know the abbreviation, they are listed on the third (“STATE”) spreadsheet as well as on each spreadsheet for each state.  For places other than the 50 states, enter PR, GU, VI or FC.  It does not matter which you enter because they all have the same effect.

3. The ERROR message usually means you improperly entered the county, city, state or # in family.  Check the spelling of the city or county. Check if you used the two-letter abbreviation.  The EXCEPTION is when you use PR, GU, VI or FC.  In that case ignore the error message.

4. You can enter as may cars as the borrower says; however, the calculator is based on a maximum of two cars.

SUM








0








This is a calculator between each section.  Enter numbers into the green cells and it add them up and show the result in the yellow cell.

BORROWER INCOME
#N/A








Weekly(W), Biweekly(BW), Bimonthly (BM), Monthly(M)
bm
ok




AVERAGE

GROSS PAY
0.00





0.00

FEDERAL TAXES
0.00





0.00

STATE TAXES
0.00





0.00

LOCAL/CITY TAXES/OTHER
0.00





0.00

FICA (social security)
0.00





0.00

MEDICARE
0.00





0.00










HEALTH INSURANCE
0.00





0.00

0
0.00





0.00

0
0.00





0.00

0
0.00





0.00

0
0.00





0.00

1. Disposable pay is the amount left after allowable deductions are subtracted from gross pay.

2. Allowable deductions are those deductions on a borrower’s pay stub that the employer is required by federal, state or local legislation to take out.  In most cases this would be federal, state and local taxes, Medicare and FICA.  Individual states or localities may have other required deductions.  These usually are noted on the pay stub by having the city or state name or abbreviation before the deduction.  Those deductions that are not required – such as retirement, life and health insurance, court ordered child support – must be listed as expenses.  If the borrower is not being paid monthly, you must convert these expenses into monthly expenses. 

3. When we order employers to garnish a borrower’s wages, we instruct them as to how to determine what is 10% of a borrower’s disposable pay.  In order for us to determine if this is a hardship, we must know what employers are going to calculate.  The primary purpose of this section is to determine what is the amount the employers are going to garnish.

4. Enter how often the borrower gets paid - “BW” (biweekly), “BM” (bimonthly), “W” (weekly), or “M” (monthly) in the cell next to the RED “enter bm, bw, m, w”.  It will then change to “ok”.  Before you enter “BM” be sure the borrower is being paid in two even installments.  Otherwise, you must add up the pay stubs and use “M”.

5. Gross pay: Enter the borrower’s gross pay from the earnings statement borrower supplied.  If the borrower is being garnished, you could take the offset amount and multiply it by 10 and enter nothing in the boxes underneath. In addition gross pay can be determined from “Year to Date” (YTD) earnings.  This is particularly useful when the borrower gets intermittent overtime.  Divide the various YTD amounts by the number of pay periods to get an average.  This is less useful during the first few pay periods of the year as a person may or may not work overtime during that period but not the rest of the year.  The average may then be too high or too low. 
6. You can enter information from several pay stubs.  Information from the first stub goes in the first column, etc. For each pay stub, you must enter a “0” or higher in each cell.  Do not enter “0” in any column were you are not entering information from a pay stub.  The information you enter will be AVERAGED by the number of pay stubs you enter.  This will show in the yellow cell at the end.  The information in the yellow cell will be entered on the AWG calculator.

7. If you do not enter “0” or higher in each cell of the first column, an error message will appear telling you to do so.

SPOUSE INCOME

1. Follow the instructions that are in Borrower income with the following exceptions.

2. Because we do not have to determine what is 10% of the spouse’s pay, all deductions on a pay stub which would be acceptable as an expense may be entered including those not allowable for borrower.  These deductions include child support, life insurance, mandatory union dues, and garnishments.  If you include payment of a loan, e.g. car payment, do not also include it as an expense.

3. You can change the word “other” in the GREEN spaces to any item you want.  This will be entered into the calculator.  This also changes the word other Borrower Income and Other income sections. 
OTHER INCOME

Any other income including child support received such as alimony, welfare payments, food stamps, and children in the family working.  If you want to enter a type of deduction into an “other” space, you can only do this on Spouse income.  There is one “other” you cannot change.

EXPENSES
food/housekeeping, etc








Housing/utilities








transportation








1. If the borrower lives outside the 50 states do not fill in any information here.

2. For all others, enter expenses in the stated row for housekeeping expenses, including food, clothing, personal care products, housing (rent/mortgage) and utilities (cable is not a utility) and transportation. This information will be transferred to the calculator and added by the calculator.  This is the amount stated.

3.    The calculator determines the amount accepted for these expenses.  Amount Accepted is determined from the information in the Standard Applicable and the Amount Stated.  In the Housing & Utilities and Transportation Standards, it is always the lower amount.  In the Food, Housekeeping, etc. standards, it is always the Standard Applicable.  If it is determined that a larger amount than that in the Amount Stated is appropriate, it must be entered in on of the cells in other expenses. 

OTHER EXPENSES

TYPE OF EXPENSE
STATED





SUM








0








0








0








0








0








0








0








0

1. Enter the type of expense.  Next to it enter the figures for that expense.  These will be summed up in the last column.  You can enter more than one type of expense in the same cell.

2. All stated expenses and the amount stated should be listed, even ones that would not be accepted.  If the borrower does not live in the 50 states enter housekeeping, housing and utilities, and transportation expenses here.

3. All expenses must be monthly.  If the expense is listed on the borrower’s pay stub and the borrower is paid weekly or biweekly, there is a calculator to the side where you can enter the weekly or biweekly amount and it will give the monthly amount.

biweekly
amount
X26/12



$0.00

weekly
amount
X52/12



$0.00

4. If, under extraordinary circumstances, you want to accept an amount larger than allowed in the standards for housing, transportation, etc., the additional amount can be entered here.

TYPE OF EXPENSE
ACCEPTED

1. When you enter a type in Stated Expenses, it will also appear in the Accepted Expenses.

2. For each amount in Stated Expenses there must be an amount in Accepted Expenses, even if the amount is zero.

3. Cable bills, unnecessary long distance charges, most cellular phone charges, credit card bills, timeshares are examples of expenses that are not accepted.  

4. Amount accepted is mostly a matter of judgment. How easily could the borrower get along without this expense?  Is there a less expense alternative readily available, e.g. bottled water versus water from a faucet?

5. There is a calculator next this section for averaging expenses.

6. Print the AWG Calculator.  All of it will print.  Do not print the enter data spreadsheet.

AWG FINANCIAL HARDSHIP CALCUATION WORKSHEET

The AWG Financial Hardship Calculation Worksheet is divided into three parts.

The left side contains information about the borrower’s family income from all sources.

LEFT SIDE

Borrower's Name:  



Garnishment %

Borrower's SSN:  





Date:  







T









Borrower Paid:  Monthly (M), Bi-weekly (BW), Weekly (W), Bi-monthly(BM)



B

Spouse Paid:  Monthly (M), Bi-weekly (BW), Weekly (W), Bi-monthly(BM)





Additional Paid:  Monthly (M), Bi-weekly (BW), Weekly (W), Bi-monthly(BM)











INCOME
Borrower
Spouse
Other
Family Totals

GROSS PAY
$2,500.00
$0.00
$0.00


Federal Taxes
$75.00
$0.00
$0.00


State Taxes
$200.00
$0.00
$0.00


Local/City Taxes
$0.00
$0.00
$0.00


FICA
$0.00
$0.00
$0.00


Retirement
$0.00
$0.00
$0.00


Life/ Health Insurance
$0.00
$0.00
$0.00


Medicare
$0.00
$0.00
$0.00


Other
$0.00
$0.00
$0.00


Other
$0.00
$0.00
$0.00


Other
$0.00
$0.00
$0.00


Total Deductions per Pay Period
$275.00
$0.00
$0.00


TOTAL MONTHLY DEDUCTIONS
$595.83
FALSE
FALSE
ADDITIONAL FAMILY MONTHLY INCOME

MONTHLY GROSS INCOME
$5,416.67
FALSE
FALSE
$0.00

MONTHLY DISPOSABLE INCOME
$4,820.83
$0.00
$0.00
$4,820.83

(FIGURES ABOVE FOR BORROWER ONLY)

TOTAL FAMILY MONTHLY GROSS INCOME
$5,416.67
FAMILY MONTHLY DISPOSABLE INCOME

Proposed Garnish/Offset Amt. (Monthly)

$482.08

$5,416.67

All figures are entered from the “enter data” spreadsheet.  The important figures are the proposed garnishment amount which is 10 % of the borrowers disposable income and Family Monthly Disposable income.

The right side contains information about borrower’s family stated and accepted expenses

RIGHT SIDE

10.00%















City




State
WV



County
LOGAN
2


Number in Family
3



Number of Cars
1







EXPENSES
Standard Applicable
Amount Stated
Amount Accepted

Food, Housekeeping Supplies, Apparel and Services, Personal Care Products, and Miscellaneous
$1,004.00
$280.00
$1,004.00






Housing & Utilities Standards
$726.65
$291.05
$291.05

Transportation Standards
$628.00
$340.00
$340.00

Child Care

$0.00
$0.00

Insurance 

$0.00
$0.00

Medical

$0.00
$0.00

retirement

$0.00
$0.00

IRS

$0.00
$0.00

CHILD SUPPORT

$0.00
$0.00

Other

$0.00
$0.00

Other

$0.00
$0.00

TOTAL MONTHLY EXPENSES

$911.05
$1,635.05

MONTHLY FAMILY DISCRETIONARY INCOME (amount remaining after expenses)


$3,185.78




$2,703.70






DETERMINED PAYMENT/ GARNISHMENT/ OFFSET AMOUNT (Monthly)


$482.08*

*If the Determined Payment/Garnishment/Offset Amount is ‘NONE”, the borrower is a total hardship.  Contact the borrower to see if he/she can pay anything.  If the borrower cannot pay, stop the garnishment and put the account in SWG.  If the borrower can pay, bill the borrower or lower the garnishment amount.  NOTE:  If the borrower is not contacted, garnishment will be stopped and no payments will be received.  Also check the documents received from the borrower to determine if the borrower has stated he/she would pay an amount. 

 If the Determined Payment/Garnishment/Offset Amount is considerably smaller than the Proposed Garnishment/Offset Amount, check to see if the borrower has offered to pay a larger amount or call the borrower to see if he/she can pay a larger amount.

The standard applicable is the standard cost of living in areas of the United States. The housekeeping standard is based on gross income and the number of people in the family.  Except for Hawaii and Alaska it is a national standard.  The housing standard is based on the cost of housing and the number of people in the family.  It is a county standard.  The transportation standard is based on the number of cars up to a maximum of two.  It is a regional standard except for certain metropolitan areas.

This is off to the right side of the calculator





MISC
H/U
TRANS

$280.00
$200.00
$240.00


$35.00
$100.00


$15.00



$41.05














$280.00
$291.05
$340.00

Biweekly
amount
X26/12


$31.02
$67.21

weekly
amount
X52/12



$0.00


average











$10.00




$10.00


I29-C32
$2,703.70


Misc. Exp.
$0.00

When information is entered in the Expenses section of the “enter data” spreadsheet, it is entered into the top section.  This section adds the information up and enters it into the right side of the calculator.  

The remainder of the sheet are two calculators – one which gives the monthly amount if  a weekly or biweekly amount is entered and the other averages the amounts entered.

The bottom adds up the expenses other than those with a standard. 

